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BUSINESS  EDUCATION  WORLD 
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Accounting,  S  29,  Mr  34,  Ap  34, 
Jn30 

ACTIVITIES  TO  ADD  INTEREST: 
Awar4i,  S  IS,  O  2S,  My  33; 
Cloctroom  owictanAl,  0  25;  EDP 
•tiMliot,  My  35;  ?lcld  tripe,  S 
2S,  O  24,  N  37;  CB  programs, 
Ap  34;  Interviews,  O  24;  Job 
incontWos,  O  25,  D  20;  Mimoo- 
grophing  jobs.  My  36;  Retailing 
programs,  5  24,  Mr  14;  Short¬ 
hand  bulletin  boards,  S  17; 
Speech  programs,  Ja  29-31; 
Surveys,  My  34;  Visits  to  stores 
and  oHices,  S  2S,  Mr  14,  My  34; 
Work  programs,  O  25,  D  20; 
see  also  Teaching  Aids,  page  39 
Adult  education.  My  31,  Jn  14 
Arithmetic,  see  Business  Arithme¬ 
tic 

Attitudes,  S  29,  O  12,  D  4,  F  IS, 
Ap  32,  My  S,  2S 

Automation,  Ja  14,  Mr  11,  14,  24, 
47;  My  7,  14,  30 
Awa^s  tor  business  educators,  S 
4S,  49;  O  47;  Ja  3S;  F  42;  Ap 
4S;  My  41,  42 

Awards  tor  students,  S  52,  53,  Jo 
3S,  My  43 

Soggett,  Harry  W.,  Jr.,  Plan  your 
Buslness-Mochines  Room  Logi¬ 
cally,  Ap  24 

Betore  and  Atter:  Broome  Techni¬ 
cal  Community  College,  N  20; 
Linton  High  School,  N  14;  Ma¬ 
donna  High  School,  N  IS;  St, 
Vincent  Ferrer  High  School,  N 
22 

Belgian  economy  and  education. 

Apis 

Borns,  Sylvia  A.,  How  Short  Can  a 
Shorthand  Course  Be?  O  2B;  In 
Detense  ot  Entorcing  Correct 
Shorthand  Outlines,  Ja  13;  We 
Must  Believe  in  Our  Students, 
My  2S 

Blonchard,  Carroll  N.,  Jr.,  Dicta¬ 
tion  by  Phone,  F  14 
Bookkeeping,  see  page  39 
Broome  Technical  Community  Col¬ 
lege  (Binghamton,  New  York), 
Betore  and  Atter,  N  20 
Bulletin  boards,  S  17,  33;  D  30; 

My  33,  34;  Jn  20 
Burras,  Darrell  V.,  Let's  Grade  Be¬ 
ginning  Typists  for  Technique, 
My  19 

Business  arithmetic,  O  17,  D  30, 
Ja  22,  Mr  14,  My  20,  Jn  30 
Business  Education  in  the  U.  S. 

and  in  Great  Britain,  D  24 
Business  English,  S  10,  15,  52;  N 
4;  D  7;  Ja  20;  Mr  4-10;  Ap  5; 
see  also  Teaching  Aids,  poge 
39 

Business  low,  S  42;  O  34,  3B;  N 
32,  40;  D  30,  33;  Ja  29;  F  37; 
Mr  33;  Ap  39;  My  27,  32,  35; 
Jn  29 

Business  Law  Poster-Playlets:  All 
or  Nothing,  D  33:  A  gift  tor 


Business  Law  Playlets  (continued! 
Carl,  Jn  29;  Colorless  Contract, 
Mr  33;  Costly  Scent,  O  3S;  Dog 
Gone,  Jo  29;  Major  or  Minor, 

S  42;  My  Word's  My  Bond,  F  37; 
Oft  the  Hook,  My  35;  Out  on 
o  Limb,  N  40;  Untimely  Suit, 
Ap  39 

Business  machines  room,  Ap  24 
Business  Teacher  as  a  School  Busi¬ 
ness  Manager,  S  20 
Business  Teacher's  Problem  Clinic, 

S  4,  O  5,  N  5,  D  S,  Jo  3,  F  4, 
Mr  3,  Ap  5,  My  3,  Jn  2 
Butler,  Ellen,  Let's  Not  Sell  Our 
Students  Short,  D  4 

Calculator  instruction,  Mr  16 
Colder,  William,  The  Quality  Ap¬ 
proach  to  Typing,  D  12,  Jo  14, 

F  24,  Mr  24 

Career  Planning  Can  Be  Fun 
(skit),  Ap  17 

Careers,  S  20,  Ap  17,  My  24;  see 
also  Teaching  Aids,  page  39 
Cosebler,  Eleanor,  Profile  of  o 
Typical  Secretary,  O  26 
Castel,  George,  What  Seniors  Don't 
Knew  con  Hurt  Them,  Ap  1 1 
Chicago  Business  Colleges  (Bryant 
If  Stratton  and  Stenotype) 
bought  by  LaSalle  Extension 
University,  O  4S 
Church  schools,  N  43 
Classroom  Organisation,  S  33,  34; 
F  IB 

Computer  training,  Ja  14,  Mr  16, 

47 

Computing  center  at  Drexel  Insti¬ 
tute,  Mr  47 

Conant  Reports,  S  47,  My  13 
Conferences  and  Workshops,  Ap 
50,  My  45 

Consumer  Credit,  F  17 
Consumer  Reports,  A,  0  40 
Contests,  S  52,  O  45,  Jo  3S 
Convention  Calendar,  O  44,  F  44 
Conventions,  see  Professional  Re¬ 
port,  Groups 

Cooper,  Jonet,  A  Party  tor  Miss 
Mac,  F  39 

Copeland,  Ivy,  Career  Planning 
Con  Be  Fun,  Ap  17 
Corrections,  N  B 

Court  reporting  now  offered  at 
DePaul  University,  Ap  47 
C.P.A.  requirements,  Jn  34 
Curricula,  D  24,  My  2S 

Data  processing,  S  33,  Jo  14,  Mr 
47,  Ap  52,  My  30 
Deficiencies,  S  S2 
Desk  of  Her  Own,  A,  D  35 
Developing  the  "Competency  of 
Parties"  Concept,  N  32 
Device  tor  Business  Arithmetic,  A, 
Jo  22 

Devices  Designed  for  Distributive 
Education:  The  How's  ot  Sales¬ 
manship,  O  19,  Mr  23 
Devices  for  successful  teaching,  D 
30 


Dictaphone's  new  educational 
director,  Jn  34 

Dictation  material,  S  43,  44;  O 
36,  39;  N  39,  41;  D  34,  3S;  Ja 
31,  32;  F  30,  39;  Mr  32,  3B;  Ap 
40,  43;  My  34,  39;  Jn  2B,  32 
Discipline,  F  18 
Displays,  S  17,  D  30,  Jn  20 
Distributive  Education,  see  page 
39 

Dodge,  Robert  E.,  Retailing  Stu¬ 
dents  Carry  Out  a  Promotion, 
Jn  10 

Dreyfaek,  Raymond,  The  Slave 
Driver,  S  4S;  Thoughtful  Ada, 
Mr  38;  Trusting  Soul,  N  41 
Duties  and  qualifications  of  office 
workers,  Ap  11 

Economics,  F  17,  Ap  18;  see  also 
Teaching  Aids,  page  39 
EDP  and  the  Educator:  Sources, 
My  30 

ELECTRIC  TYPING:  Changing  from 
manuals  to  electrics  and  vice 
versa,  S  37;  Elect:  ic  Typewriting 
Lab,  My  38;  Production  typing, 
Mr  34;  Seven  essentials  in 
teaching  electric  typing,  N  34; 
Speed  building,  Jo  30;  Teaching 
techniques,  N  38 
Electronic  Computers  at  Kansas 
University,  Jo  14 
English,  see  Business  English 
Equipment  and  supplies,  see  page 
39 

feather,  James  R.,  How  to  Teach 
Speech  in  Business  English,  Ja 
20 

Filing,  Mr  IS;  see  also  Equipment, 
page  39 

Films,  see  Teaching  Aids,  page  39 
flash  Readings,  S  46,  O  41,  N  42, 
D  39,  Ja  34,  F  40,  Mr  39,  My 
40,  Jn  33 

Foster,  Charles  W.,  The  Business 
Teacher  os  a  School  Business 
Manager,  S  20 

freeman,  M.  Herbert,  The  Busi¬ 
ness  Teacher  as  a  School  Busi¬ 
ness  Manager,  S  20;  How  to 
Teach  Journalizing,  N  31;  How 
to  Teach  the  First  End-of-Fiscal- 
Period  Work,  F  31 

General  Business,  O  34;  D  23,  30; 
Ap  34,  Jn  25 

Geography,  Jn  25;  see  also  Teach¬ 
ing  Aids,  page  39 
Gibson,  E.  Dana,  Office  Automa¬ 
tion  Means  a  Revolution  in  Busi¬ 
ness  Education,  Mr  24 
Gifted  Child  in  Business  Educa¬ 
tion,  The,  O  24 

Goldsmith,  Samuel,  A  Simplified 
Typewriting  Grading  Plan,  Ap  13 
Graded  readings,  S  44,  O  41,  N 
42,  D  39,  Ja  34,  F  40,  Mr  39, 
My  40,  Jn  33 
Grading,  N  7,  Mr  3,  Ap  13 
Grading  Tip  for  a  Harried  Teach¬ 
er,  A,  N  7 


Grants  to  schools,  D  34,  Ja  10,  Ap 
45,  My  41 

Green,  Helen  H.,  In  Case  You 
Get  Around  to  Curriculum,  Jn 
13;  Just  Between  Us,  S  39; 
O  3S;  N  37;  D  31;  Ja  27;  F, 
Mr  3S;  Ap,  My  37,  Jn  31 

Gregg,  the  System  of  Champions, 
Ap  27,  28 

Gregg,  John  Robert,  Award,  F  42, 
Ap  48 

Gregg,  Mr.,  and  the  Boy  from 
Boston,  Ap  43 

Grooming,  see  Teaching  Aids,  page 
39 

Guidance,  S  20,  O  B,  Mr  13,  Ap 
11,  17,  32;  see  also  Teaching 
Aids,  page  39 


Haga,  Enoch  J.,  EDP  and  the  Edu¬ 
cator:  Sources,  My  30;  Teach 
Bookkeeping  Statements  by  An¬ 
alogy,  Mr  11 

Hale,  tthel.  Let  Your  Typing 
Students  Compete,  Jn  23;  Make 
General  Business  Different,  Ap 
34;  We  Make  Them  SIT  UP  In 
General  Business,  D  23 

Handwriting,  N  43 

Hanna,  J  Marshall,  How  to  Teach 
the  First  Units  in  Bookkeepping, 
O  15;  How  to  Teach  the  Trial 
Balance,  Ja  23 

Hansen,  Kenneth  J.,  So  You  Hove 
to  Write  a  Research  Paper  .  .  . 
Ap  20 

Hart,  tthel,  Coreer  Planning  Can 
Be  Fun,  Ap  17 

Hart,  W.  Kimball,  Jr.,  Let  Law 
Students  Argue  "Close"  Casoc, 
My  32 

Hecht,  Joseph  C.,  How  to  Open  a 
School  Store,  S  24 

Hicks,  Charles  B.,  New-Matter 
Dictation  with  Previews,  S  43,  O 
34,  N  39,  D  34,  Ja  31,  F  38, 
Mr  32,  Ap  40,  My  34,  Jn  28 

Hints  for  Saving  Time  and  Money, 
My  10 

"How  Do  You  Teach  Adults?" 
My  31 

How  NOMA'S  Spelling  Project 
Works,  S  35 

How  to  Teach  Speech  in  Business 
English,  Ja  20 


Ice-Breaker,  The,  My  39 
In  Case  You  Get  Around  to  Cur¬ 
riculum,  Jn  13 

International  Economics  Course, 
Ap  IB 

It's  Time  to  Act  on  Notional  Unity 
in  Business  Education,  D  11 


Job  clossificotions,  Ap  29,  31 
Job  ot  the  school,  Ap  45,  My  13 
Jones,  I,  Virginia,  Typing  Stand¬ 
ards:  Business  vs.  School,  Ap  29 
JUST  BETWEEN  US:  Absence 
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tmt  ••twMH  U« 

•MUMt,  Mr  >S;  Air  Fore* 
Flwwct  C««it«r  •p^rw^tom,  N 
17;  Aliv*  cr  4pm4f  t  S9;  D«> 
fMtiMii,  Jn  SI;  Dofatf  ■  better 
)eb.  A#  17;  IHectlve  teechinf 
(•  itepe),  O  SS;  Fnntretien, 
Jn  SI;  Oeeh  tlieMM  be  ree* 
•enebly  ettebioMe.  Jn  SI; 
Habit,  Ja  27;  Impllcatiem  ter 
teaebiNf,  N  S7,  D  SI,  Mr  SS; 
"Tbe  iaiM^ent  leek,"  f  SS; 
iNttaeNce  at  teacher  on  eta* 
tfeatt'  IWet,  My  S7;  MetKratlea, 
f  SS;  New  er  dlttereat,  S  S9; 
FerMaalteed  atteatleN,  S  S9; 
HefllNteNtatleN,  O  SS;  Seeai* 
Mflly  flood  Meat,  Afl  S7;  Taach- 
en  are  woader^l,  S  S9; 
"Terrible  MIm  Dove,"  O  SS; 
Werk  eaflerMwee.  D  SI 
Jait  Think  .  .  .  D  S9 

Kmhn,  OHhnrt,  Hew  to  Teach 
PectlNfl,  D  27 
Aeofl  ON  Cye  on  Tow,  O  41 
AcNNedy,  Calvin,  Teach  Coicula* 
ter  Theory  to  Helfl  Trala  Coai- 
flater  Operators,  Mr  16 
fCiley,  Atarflaret  A.,  A  CradiNfl  Tip 
for  a  Harried  Teacher,  N  7 
Klanit,  tdward  J.,  The  New  Girl, 
O  S9 

Knaak,  WMIIam  C.,  Devices  De- 
siflNed  tor  Distribative  Idaca- 
tlea,  O  19,  Mr  29;  The  HOW's 
of  SalasmaNship,  O  19,  Mr  2S 
Kraase,  Muthotta,  Job  iNstractloN 
Sheets  Teach  Machioe  FaNda* 
Nteatals,  My  21 

LaSalle  IiteNsloN  Uaiversity  bays 
■ryaat  G  StrattoN  aad  Steae* 
type  School  of  Chlcoflo,  O  4S 
Law,  see  laslaess  Low 
Let  Law  Stadeats  Arpae  "Close" 
Cases,  My  S2 

Let's  All  Teach  lafllish,  S  IS 
Let's  Motivate  Teacher,  Tee,  O  10 
Let's  Not  Sell  Oar  Stadeats  Short, 

'  0  4 

Letters  te  the  fditor,  (Barahort) 
(Sr.  Marie  Vlaceat)  (Swaasoa) 

S  14,  (fafllaader)  (Jocobsoa) 
My  7 

Lewis,  Harry,  Te  Review  er  Not 
te  Revlewf  My  20;  Wiadfell; 
Taa  Ferais  la  Unllaiited  Qaoa* 
titles,  Jo  22 

L^ral  Arts  aad  Vocatioaal  cel- 

lepes,  0  4S 

Library  lastractloa,  F  7 
Llatoa  Hlflh  School  (Schenectady, 
New  York)  Before  and  After, 
N  14 

Lottram,  Paul  S.,  It's  Time  to  Act 
on  National  Unity  In  Basiness 
Idacatlon,  D  11;  What  Shoald 
Basiness  Teachers  Do  Aboat  Of¬ 
fice  Aatematlonf  My  14 
Love,  Claade  D.,  Let's  All  Teach 
lafllish,  S  IS 

Maekon,  Patricia  t.,  A  Stadent 
Teacher  Tries  Her  Wiaps,  S  21 
MsMonna  High  School  (Aarora, 
Illinois)  Before  and  After,  N  IB 
Make  General  Basiness  Different, 
Ap  S4 

Make  Them  SIT  UF  in  General 
Basiness,  D  29 

Malahan,  Andrew  J.,  Tapes  are 
Tops,  My  27 

Manoflement,  S  20;  O  33,  34;  D 
30,  Ap  36 

MarpaerHe,  Sr.  M.,  Whet's  the 
Best  Afle  Level  for  Learning 
Shorthand?  D  16 

Marietta,  f.  L.,  The  Teacher's 
Frofesslenal  Filing  System,  Mr 
IS 

Marshall,  Margaret,  Vocation  with 
Fay,  Ja  32 

Masfclewici,  Helea  S.,  Froflle  of 
a  Basiness  Teacher,  My  24 
Mathematics,  see  Basiness  Arith¬ 
metic 


Mathis,  Charles  V.,  Hints  for  Sav¬ 
ing  Time  and  Money,  My  10 
Mattor  of  Taste,  A,  F  40 
McAfee,  •..C.,  The  Ice-Breaker, 
My  39 

Mental  Hygiene,  Ap  32 
Merchandise  soarces,  S  43 
Merchandising,  S  26,  D  30,  Mr  13 
Mllham,  George  f.,  SF  Fins  CF 
Iqaals  What  ?  Jn  9 
"Miss  Secretary  of  19SB,"  S  49, 
S3 

Misspelled  words,  F  22 
Modernise  New  for  Growth,  O  B, 

N  13 

Money,  Jn  33 

Morris,  Taylor  I,  Jr.,  The  Winding 
Rood  of  Consamer  Credit,  F  17 
Most  MIcspolled  Words  in  Basi¬ 
ness,  F  22 

Motivation,  O  10,  19;  Mr  23 
Moving  Day,  Mr  39 

National  Connell  for  Basiness  Ed- 
acatlon.  Dll 

National  Unity  In  Basiness  Edaco- 
tlen,  D  11,  My  42 
Neatness  Habit,  The,  N  42 
Neeley,  Floy  Wade,  A  Desk  of 
Her  Own,  D  39 

New  Basiness  E^aipmenl,  S  S4,  O 
4B,  N  90,  D  40,  Ja  40,  F  48, 
Mr  4B,  Ap  S2,  My  4B,  Jn  9 
New  Girl,  The,  0  39 
New-Matter  Dictation  with  Fre- 
vlews,  S  43,  O  36,  N  39,  D  34, 
Ja  31,  F  38,  Mr  32,  Ap  40,  My 

34,  Jn  28 

No  Froblems,  My  8 
NOMA  "Basiness  Teacher  of  the 
Year,"  S  48 

NOMA  Day  at  the  Office,  S  28 
NOMA  protects,  S  28,  3S 
Norwood,  Carolyn  V.,  Typing 
Standards:  Basiness  vs.  School- 
Ap  29 

Obitaaries,  S  48;  N  44,  D  37,  Ap 

4S 

Office  Aatomation  Means  a  Reve¬ 
lation  in  Basiness  Edacation,  Mr 

24 

Office  Froctice,  see  page  39 
OGA  Test  Keys  (Janlor  and  Mem¬ 
bership),  S  46,  O  40,  N  42,  D 

35,  Ja  40,  F  48,  Mr  38,  My  40, 
Jn  33 

Only  the  Beginning,  S  44 
Ottley,  Margaret,  Jast  Think  .  .  . 
D  39;  Keep  an  Eye  on  Yen,  O 
41;  The  Neatness  Habit,  N  42; 
Yoa're  on  Year  Own,  S  46 
Onneo  of  Frcventlon.  .  .  .  An,  F  18 
"Oatstanding  Basiness  Woman  of 
the  Year,"  S  49 

Overhead  Froiectors  Used  in  Tele¬ 
vision  Shorthand  Classes,  My  18 
Overseas  teoching  iobs,  Ja  3S 

Face,  Ruth,  NOMA  Day  at  the 
OHice,  S  28 

Party  for  Mitt  Mac,  A,  F  39 
Patquallnl,  Francois,  I  Tried  My 
Hand  at  Coart  Reporting,  Mr 
18;  Ut's  Sell  Shorthand  to  the 
Layman,  0  18 

Pavlu,  Roborta  C.,  A  Matter  of 
Taste,  F  40;  Money,  Jn  33; 
Moving  Day,  Mr  39;  T.I.F,,  My 
40;  To  Make  or  Break,  Ja  34 
Fersonality,  My  37,  41 
Fersonnel  practices,  O  33,  Ja  7 
Phillips,  John,  A  Calendar  of 
Shorthand  Balletin  Boards,  S  17 
Fhilosophy  of  odacation,  Ja  3S 
Picard,  Polly  Ann,  a  "Reference 
Roa^  R^ln"  Streamlines  Li¬ 
brary  Instractlon,  F  7;  Try  a 
Travel  Froiect,  Jn  2S 
Flan  '99 — Modernize  Now  for 
Growth,  O  8,  N  13 
Flays,  F  34,  Ap  17 
Follcles  commission  for  Basiness 
and  Economic  Edacation,  Mr  41 
Fosters,  S  42,  O  38,  N  40,  D  33, 
Ja  29,  F  37,  Mr  33,  Ap  39,  My 
3S,  Jn  29 


Practice  not  Fanocea,  S  23 
ptoctice  teaching,  S  21 
Price,  6.  Beley,  The  University 
Gets  Doable  Valae  from  its 
Electronic  Compater,  Ja  14 
PROBLEM  CLINIC:  Basiness  Arith¬ 
metic  problems,  F  4;  Contro¬ 
versy  between  Basiness  and 
English  departments,  S  6,  O  S, 
D  6,  Ja  3,  Ap  S-9;  Gl  wants 
job  gaidance,  O  8;  Grading 
letters,  S  10;  Grading  office- 
practice  work,  Mr  3,  My  3; 
Handicapped  stadents,  Ap  S, 
Jn  2-4;  Office-praetke  plans, 
Mr  3,  My  3;  Using  shorthand 
otter  gradaation,  S  10,  N  5, 
D  9,  Mr  3 

Problem  stadents.  My  28 
Frodactien,  Ap  14 
PROFESSIONAL  REPORT: 

General,  S  S2,  O  4S,  Ap  48,  My 
43,  Jn  36 

Groaps,  S  49,  O  44,  N  44,  D  37, 
Jo  36,  F  44,  Mr  41,  Ap  46, 
My  42,  Jn  35 

News  Spotlight,  S  47,  O  43,  N 
43,  D  36,  Ja  39,  F  41,  Mr  41, 
Ap  45,  My  41  Jn  34 
People,  S  47,  O  43,  N  43,  D  36, 
Jo  35,  F  41,  Mr  41,  Ap  45, 
My  41,  Jn  34 

Schools,  S  52,  O  44,  N  48,  Mr 
47,  Ap  47,  My  43 
Profile  of  a  Basiness  Teacher,  My 
24 

Profile  of  a  Typical  Secretary,  O 
26 

Projects,  F  7,  Jn  25 
Proofreading,  Ja  17,  Mr  28,  My  6 
Pubik  Speaking,  Ja  20 
Punctuation,  S  6;  D  6;  Jo  4,  25; 
Mr  10;  Ap  42 

Put  Mental  Hygiene  to  Work,  Jkp 
32 


Roiney,  Bill  C.,  Why  the  High 
Mortality  Rate  in  Bookkeeping? 
S  29 

Raint,  Clellon  C.,  Teaching  Short¬ 
hand  by  Television,  My  15 
"Reference  Round  Robin"  Stream¬ 
lines  Library  Instruction,-  A,  F  7 
Repeating  grades,  Jn  34 
Research,  Ap  20 
Research  conference,  Mr  41 
Retailing,  S  26,  D  30,  Mr  13, 
Jn  10,  30 

Revkws  in  arithmetic.  My  20 
Richort,  G.  Henry,  Teachers  and 
Businessmen  Learn  About  Bel¬ 
gium,  Ap  IB 

RIstau,  Robort  A.,  The  High- 
Achievement  Student  in  Book¬ 
keeping:  a  Challenge,  Ap  22 
Rivers,  Cora,  Typing  Standards; 

Business  vs.  School,  Ap  29 
Roberts,  Margarot  5.,  The  Quality 
Approach  to  Typing,  D  12,  Ja 
16,  F  26,  Mr  26 

"Rocket"  Dupikator  Job  Instruc¬ 
tion  Sheet,  My  22 
Rotonblum,  Irving,  Business  Law 
Poster-Playlets,  S  42,  O  38,  N 
40,  D  33,  Ja  29,  F  37,  Mr  33, 
Ap  39,  My  35,  Jn  29 
Ross,  Charlotte  and  Dan,  The 
Waiting  Man,  Ja  32,  F  40 
"Routine"  Suggestions,  0  12 
Rowe,  John  L.,  Readin',  Typin', 
and  Rithmetk,  D  28,  Ja  9,  F 
19,  Mr  19;  Work  Experknee: 
the  Pros  and  the  Cons,  S  22, 
0  30 


Sack,  Elizabeth,  We  Bridge  the 
Gap  Between  School  and  Work, 
0  20 

Saint  Vincent  Ferrer  High  School 
(New  York  City)  Before  and 
After,  N  22 

Salaries,  Ja  35,  Ap  11;  My  25, 
41,  43 

Solesmanship,  S  26,  O  19,  Mr  23, 
My  36 


Sample  Job  Instruction  Sheet,  My 
22 

Sandort,  frank  F.,  How  NOMA's 
Spelling  Project  Works,  S  35 
Satlow,  I  David,  Developing  the 
"Competency  of  FartlM"  Con¬ 
cept,  N  32;  An  Ounce  of  Pre¬ 
vention,  F  18;  Pat  Mental  Hy- 
gkne  te  Werk,  J^  32;  Teach 
One  Thing  at  a  Time  in  Book¬ 
keeping,  Jn  IB 

Sawatzky,  Jatpor  J.,  How  the 
Small  Sichool  Can  Combine  Ad¬ 
vanced  Typing,  Shorthand,  S  34 
Scholarship*)  S  52,  53;  O  45,  Ja 

26 

Schoolteacher's  Lament  (poem), 

N  B 

Schwarts,  Dorothy  H.,  Shorthand 
Does  Not  Equal  Stenography,  F 
13;  Teaching  is  a  Personal  In¬ 
vention,  D  IB 

Scolnick,  Arnold,  Why  Net  Train 
Junior  Retailing  Executives  in 
High  School?  Mr  13 
Secretarial  activltks,  O  27,  33 
Secretarial  proetke,  see  Office 
Fractke 

Secretarial  workshop,  S  52,  N  48 
Secretarks  Week,  Mr  41 
Soldon,  William,  Why  Use  Elec¬ 
trics?  S  30 

Shopard,  Ellen,  Teaching  Short¬ 
hand  by  Tekviskn,  My  19 
Shorthand,  see  page  39 
SHORTHAND  CORNER:  Adapta¬ 
bility,  Jn  27;  Approach,  S  41; 
Awards  program.  My  33;  Dk- 
tation,  D  29,  Ja  2S,  Jn  27; 
Oictknary  drill,  Ap  39;  First 
day,  O  37;  First  month,  S  41; 
Frastratkn,  Jn  27;  Homework, 
N  3S;  June  resolutions,  Jn  27; 
Key  section  of  textbook  can  be 
instantly  accessible,  S  41;  In¬ 
terruptions,  Jn  27;  Lesson  plan¬ 
ning,  Jn  27;  Motivatkn  devices. 
My  33;  Pen  or  pencil,  O  37; 
Praise,  Jn  27;  Prevkw,  D  29; 
Reading  approach,  O  37;  Sec¬ 
ond  semester,  F  33;  Skipping 
lessons,  N  3S;  Speed  practice, 
D  29,  F  33;  Techniques,  S  41; 
Transcription,  Ja  25,  F  33, 
Mr  31,  Ap  35;  Writing  ap¬ 
proach,  O  37 

Sister  M.  Therese,  O.S.F.,  Bul¬ 
letin  Boards  for  Typing  and 
Office  Fractke,  Jn  20 
Skipping  grades,  Jn  34 
Slave  Driver,  The,  S  45 
Small  classes,  Ap  45 
Smith,  Helen  M.,  The  Gifted  Child 
in  Business  Education,  O  24 
So  You  Hove  to  Write  a  Research 
Paper,  Ap  20 

SP  Plus  CP  Equals  What?  Jn  9 
SPECIAL  SECTIONS:  Plan  '59: 
Modernize  Now  for  Growth  — 
Before  and  After,  N  14-22, 
Build  Up  Office-Praetke  Equip¬ 
ment  by  "Corners,"  N  24,  Tele¬ 
vision,  N  27,  What  Educators 
Say,  N  28;  Summer  Schools: 
Courses  and  Special  Events,  Ap 
49,  My  44 

SPECIAL  SERIES:  The  Quality  Ap¬ 
proach  to  Typing,  D  12,  Ja  16, 
F  26,  Mr  26;  Readin',  Typin', 
and  'Rithmetk,  Ja  9,  F  19,  Mr 
19;  Teaching  the  Fundamental 
Elements  of  Bookkeeping,  O  15, 
N  31.  D  27,  Ja  23,  F  31;  Work 
Experience:  the  Pres  and  Cons, 
S  22,  O  30 

Speech  training,  D  30,  Ja  20 
Spelling,  S  15,  35,  52;  O  34;  N  4; 

Ja  25;  F  22;  Ap  35;  My  B,  9 
Stahl,  Celia  C.,  Shorthand  Corner, 
S  41,  O  37,  N  35,  D  29,  Ja  25, 
F  33,  Mr  31,  Ap  35,  My  33, 
Jn  27 

Statement  of  Ownership,  Manage¬ 
ment,  and  Circulatkn,  D  8 
Steinberg,  Horlono,  "How  DO  You 
Teach  Adulta?"  My  31 
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St*lto,  A4ary,  TMching  Shorthand 
by  Tolovtolon,  My  IS 
Stokowski,  Loopold,  Notos  from 
Hit  Socrotary,  Jo  32 
Studont  Toachor  Trios  Her  Wings, 
A.  S  21 

Success  of  on  Ideo,  The,  Ap  26 
Summer  activities,  F  41,  Jn  13 
Summer  Schooi  Directory,  F  16, 
Mr  33,  Ap  49,  My  44 
Superior  Students,  O  24,  Ap  22 


Topes  ore  Tops,  My  27 
Tax  Forms  in  Uniimited  Quanti¬ 
ties,  Jo  22 

Teach  Caiculator  Theory  to  Heip 
Train  Computer  Operators,  Mr 
U 

Teacher  Around  the  Corner,  The, 
D  IS 

"Teacher"  being  dropped  from 
coliege  names,  Jn  34 
Teacher  Down  the  Hall,  The,  D  13 
Teacher  Up  the  Hall,  The,  D  13 
Teacher's  Mother  Goose  (poem), 
N  t 

Teacher's  Professional  Filing  Sys¬ 
tem,  The,  Mr  IS 
Teachers  and  Businessmen  Learn 
About  Belgium,  Ap  IS 
Teachers'  problems,  S  6,  O  S,  N 
S,  D  S,  Ja  3,  F  4,  Mr  3,  Ap  S, 
My  3,  Jn  2 

Teaching  Aids,  see  page  39 
Teaching  is  a  Personal  Invention, 
D  18 

Teaching  techniques,  S  14,  30,  41; 
D  30,  My  2B 

Television,  S  47;  N  27;  D  36;  My 
IS,  43 

This  Business  of  Automotion,  My 
7 

This  Firm  Hired  New  Personnel 
Before  Moving  Its  Heodquart- 
ers,  Ja  7 

Thoughtful  Ada,  Mr  38 
Through  the  Camera  lye,  S  SS,  O 
47,  N  49,  Ja  38,  My  47 
rimed  study  of  secretary's  iob,  O 
26 

r.l,P.,  My  40 

THkomoyor,  Agnes,  A  List  of  the 
Most  Misspelled  Words  In  Busi¬ 
ness,  F  22 

To  Mako  or  Brook,  So  34 
To  Review  or  Not  to  Reviewf  My 
20 

Today's  Socrotary  Dictation  Tran¬ 
script,  S  44,  O  39,  N  41,  D  3S, 
Ja  32,  F  39,  Mr  38,  Ap  43,  My 
39,  Jn  32 

Transcription,  see  Shorthand  col¬ 
umn  3 

Travel  proiect,  Jn  25 
Trusting  Soul,  N  41 
Try  a  Travel  Protect,  Jn  25 
Tuition  fees,  O  43 
Typewriting,  see  page  40 

Underwood  appoints  new  Business 
fducotion  Department  manager, 
Mr  41 

Unification  of  business  education 
associations,  D  11 
University  Gets  Double  Value  from 
Its  Electronic  Computer,  Ja  14 
Utsrah,  Ruth,  "Routine"  Sugges¬ 
tions,  O  12 

Vocation  with  Pay,  Jn  32 


Waiting  Man,  The,  Ja  33,  F  40 

Walker,  Josephine  C.,  Only  the 
Beginning,  S  44;  StrAowskI,  Le¬ 
opold,  Notes  from  His  Secretary, 
Ja  32 

Ways  and  Means  of  Challenging 
Superior  Students  to  Exploit 
Their  Ability,  O  24 

We  Must  Believe  in  Our  Students, 
My  2B 

Wenbon,  Francis  T.,  Business  Ed¬ 
ucation  In  the  U.S.  and  In  Great 
Britain,  D  24 

What  Educators  Say,  N  28 


What  Have  You  Found?  D  14 
What  Seniors  Don't  Know  con 
Hurt  Them,  Ap  11 
What  Should  Business  Teachers 
Do  About  Office  Automation? 
My  14 

White,  Jane  F.,  Teaching  Aids,  S 
38;  O  34;  N  36;  D  30;  Ja  26; 
F,  Mr  34;  Ap  36;  My  36;  Jn  30 
Windfall;  Tax  Forms  in  Unlimited 
Quantities,  Ja  22 
Winding  Road  of  Consumer  Credit, 
The,  F  17 

WItherow,  Mary,  Let's  Motivate 
Teacher,  Too,  O  10;  No  Prob¬ 
lems,  My  8 

Wood,  Marlon,  Electric  Typing,  S 
37,  N  38,  Jo  30,  Mr  36,  My  38; 
How  One  Class  Mastered  Pro¬ 
portionally  Spaced  Typing,  0 
21 

You're  on  Your  Own,  S  46 


BOOKKEEPING 

Bookkeeping  filmstrips,  Mr  34 
High-Achievement  Student  in 
Bookkeeping:  a  Challenge,  Ap 
22 

Teach  Bookkeeping  Statements  by 
Analogy,  Mr  11 

Teoch  One  Thing  at  a  Time  in 
Bookkeeping,  Jn  IB 
Teaching  deviMs,  D  30,  Ap  23 
Teoching  the  Fundamental  Ele¬ 
ments  of  Bookkeeping— End-of- 
Fiscal-Perlod  Work,  F  31;  First 
Units,  O  IS;  Journalising,  N  31; 
Posting,  D  27;  Trial  Balance, 
Ja  23 

Why  the  High  Mortality  Rate  in 
Bookkeeping?  S  29 
See  also  Teaching  Aids,  column  4 


DISTRIBUTIVE  EDUCATION 

Devices  Designed  for  Distributive 
Education,  O  19,  Mr  23 
How  to  Open  a  School  Store,  S  26 
How's  of  Salesmanship,  The,  O  19, 
Mr  23 

Retailing  Students  Carry  Out  a 
Promotion,  Jn  10 
Teaching  techniques,  O  19,  Mr  23 
Why  Not  Train  Junior  RetaiRng 
Executives  in  High  School?  Mr 
13 

See  alto  Teaching  Aids,  column  4 


EQUIPMENT 

Accounting  machine,  Jn  5 
Adding  machine  chart,  O  45 
Adding  machines,  S  S4,  O  48,  D 
40,  Ja  40,  Mr  48,  Jn  5 
Blackboards,  S  33,  O  4B,  N  50 
Bulletin  boards,  Mr  48 
Bulletin-board  letters,  D  40 
Cabinets,  Mr  48 
Calculotors,  N  50,  Mr  48 
Carbon  paper,  5  33,  Mr  48,  My  48 
Cash  registet?  0  48 
Chalkboard  and  easel,  S  33,  O  48 
Chort-Pok,  N  50 
Classroom  furniture,  Jn  6 
Copyholders,  S  33,  Jn  5 
Correction  chalk,  D  40 
Cuing  device  for  record  players, 
Jn  5 

Cupboards,  S  33 

Cutting  boards,  F  48,  Ap  52,  My 

48 

Dato-processing  device,  Ap  52 
Desk  tray,  O  48 
Desks,  5  54,  O  48,  N  50 
Dictation-transcription  machines, 
O  48,  D  40,  Jn  5 
Duplicating  master.  My  48 
Duplicators,  D  40,  F  48,  Mr  48, 
Ap  52,  My  48 
Erasers,  S  33,  N  50,  Jn  5 
Files,  S  38,  O  48,  N  50,  F  48,  Mr 
48,  Ap  52 

Film  core  booklet,  Jn  5 
Filmstrip  viewer,  Ap  52 


Grading  stamps,  D  40 
Interchangeable  typewriter  keys, 
Ap  52 

Lamination  sheets,  Ap  52 
Mochine  Dictation  Package,  O  48 
Mimeograph,  N  50 
Paper  cutter,  F  48,  Ap  52,  My  48 
Pegboard,  Mr  48 
Pegboard  clip,  Jn  5 
Pens  and  pencils,  N  50 
Photocopy  machines,  F  48,  Jn  5 
Picture  and  sound  generator,  Jo 
40 

Plenocopy,  F  48 
Posture  chairs,  5  54 
Projection  lamps,  Ja  40 
Projection  screens,  Jo  40 
Projectors,  O  48,  N  50,  D  40,  Ja 
40,  F  48,  My  48 
Radio  for  classroom,  Jn  5 
Reusable  photocopy  negatives,  F 
48 

Ribbons,  S  33,  O  48 
Rubber  bands,  N  50 
Rubber  cement  paster,  Mr  48 
School  records,  Ap  52 
Slide  projector,  D  40 
Slide  sorter,  5  54 
SoundScriber  portable,  D  40 
Splicing  magnetic  tope,  D  40 
Stencil  duplicating  products,  Mr 
48,  My  48 
Stopciock,  Ja  40 
Toek-N-Toker,  5  54 
Tope  opplier,  Ap  52 
Tope  clips,  O  48 

Tope  recorders,  S  54,  0  48,  N  50 
Tnpe  threader,  D  40 
Timer,  Ja  40 
Tray  vac,  F  48 

TV  receiver  for  classrooms,  D  40 
Type  cleaner,  Mr  48 
Typewriters,  5  54,  Mr  48 

OFFICE  PRACTICE 

Bulletin  Boards  for  Office  Prac¬ 
tice  and  Typing,  Jn  20 
Co-operative  vs.  Simulated  Work 
Programs,  S  23,  O  31 
Dictation  by  Phone,  F  14 
Duplicator  technique,  Ja  26,  My 
22 

Electronic  Data  Processing  (EDP), 
My  30 

Grading  office-practice  work,  Mr 
3 

Job  Instruction  Sheets  Teach  Ma¬ 
chine  Fundamentals,  My  21 
Letter  styles,  S  6,  18;  D  8,  Mr  10 
Mimeographing,  Ja  26,  My  21 
Mixing  secretarial  and  clerical 
practice,  Jn  9 

NOMA  Day  at  the  Office,  5  28 
Office-Practice  Equipment;  Build 
It  Up  by  "Corners,"  N  24 
Plan  Your  Business-Machines  Room 
Logically,  Ap  24 
Practice  not  Panacea,  S  23 
Rotation  plan,  N  26,  Mr  3 
Simulated  work  experience,  S  24, 
O  31,  D  20 

SP  Plus  CP  Equals  What?  Jn  9 
Telephone  techniques,  D  31 
Ways  and  Means  of  Challenging 
Superior  Students  to  Exploit 
their  Ability,  O  24 
We  Bridge  the  Gap  Between 
School  and  Work,  D  20 
We  Make  Them  SIT  UP  in  Gen¬ 
eral  Business,  D  23 
Work  Experience:  the  Pros  and 
the  Cons,  5  22,  O  30 
See  alto  Teaching  Aids,  column  4 

SHORTHAND 

Awards,  S  18,  My  33 
Bulletin  boards,  5  17,  My  33 
Calendar  of  Shorthand  Bulletin 
Boards,  A,  S  17 

Combining  Shorthond  and  Ad¬ 
vanced  Typing,  S  34 
Correct  outlines,  Ja  13 
Devices  to  add  interest,  S  17 
Dictating  at  different  speeds 
simultaneously  in  the  some 
room,  Jn  16 


Dictation  material,  see  New-Mot- 
ter  Dictation  with  Previews 
Dictation  Transcript  for  shorthand 
In  Today's  Socrotary,  5  39,  O 
39,  N  41,  D  35,  Ja  32,  F  39,  Mr 
38,  Ap  43,  My  39,  Jn  32 
Exhibits,  5  17 

Graded  readings.  Chapters  1-3,  5 
46,  F  40;  1-4,  O  41,  Mr  39;  1-6, 

N  42;  1-8,  D  39,  My  40;  1-10, 
Ja  34,  Jn  33 

How  Short  Con  a  Shorthand 
Course  Be?  O  28 
I  Tried  My  Hand  of  Court  Report¬ 
ing,  Mr  18 

In  Defense  of  Enforcing  Correct 
Shorthand  Outlines,  Jo  13 
Let's  Sell  Shorthand  to  the  Lay¬ 
man,  O  IB 

New-Matter  Dictation  with  Pre¬ 
views:  Automation,  Mr  32;  Cof¬ 
fee  Break,  5  43;  Filing  Systems, 
Ja  31;  How  to  Quit  Work  at 
Five,  N  39;  Junior  Executives, 
My  34;  Lipstick,  Jn  28;  Lunch 
Hour,  O  36;  Office  Collections, 
D  34;  Petty  Cash,  F  38;  Take- 
Home  Pay,  Ap  40 
Previewing,  My  47 
Reporters'  jobs  in  Civil  Service, 
Mr  41 

Shorthand  Corner,  5  41,  O  37,  N 

35,  D  29,  Ja  25,  F  33,  Mr  31, 
Ap  35,  My  33,  Jn  27 

Shorthand  Does  Not  Equal  Sten¬ 
ography,  F  13 

Shorthand  for  the  Millions,  Ap  25 
Shorthand  Tapes  Handle  Individ¬ 
ual  Differences,  Jn  16 
Shorthand-transcription  devices,  D 
30 

Teaching  Shorthand  by  Television, 
My  IS 

Teaching  techniques,  D  30 
Telecord  dictation,  F  14 
Television  Shorthand  Classes 
(Denver  and  Detroit),  My  IS 
Transcription,  5  18,  19;  D  30,  My 
8 

What's  the  Best  Age  Level  for 
Learning  Shorthand?  D  16 
Writing  position,  S  17,  IB 
See  alto  Teaching  Aids,  column  4 

TEACHING  AIDS 

Accounting  material,  Mr  34,  Ap  36 
Activities,  D  30,  Mr  34 
Advertising,  Jn  30 
America's  forests.  My  36 
American  (Sovernment,  O  34,  N 

36,  Ap  36,  Jn  30 
Audio-visual  olds,  O  34,  Ap  36 
Award  pins,  F  34 

Basic  business,  D  30 
Beauty  guide,  Ap  36 
Bibliographies  (Advertising  and 
Marketing)  Jn  30,  (Distributive 
Education)  D  30,  (forests  and 
forest  industries)  My  36,  (oc¬ 
cupations)  F  34 

Bookkeeping  materials,  D  30,  F 
34,  Mr  34 

Budget  material,  S  38,  O  34,  N  36 
Bulletin  boards  and  materials,  D 
30,  Mr  34,  My  36 
Business  arithmetic,  Jn  30 
Business  correspondence.  My  36 
Business  English  aids,  O  34,  D  30, 
F  34,  My  36 

Business  low  materials,  O  34,  D  30 
Business  Schools  In  the  United 
States  (directory),  Ap  36 
Business  Terms,  Ap  36 
Calculator  kits,  Mr  34 
Car  facts.  My  36 
Card  Caddy,  Ja  26 
Career  charts,  Jn  30 
Career  information  on  Account¬ 
ing,  Mr  34,  Ap  36,  Jn  30;  Col¬ 
lege  entrance,  O  34,  Jo  26; 
FBI,  Ap  36;  Occupations,  F  34, 
Ap  36;  Opportunities,  Ap  36, 
My  36;  Planning  a  career,  5 
38;  Secretaryship,  Ap  36; 
Teaching  careers,  Mr  34 
Company  reports,  Mr  34 
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Taocking  Aids  (eoitilnutd) 
CoHsarvatlon  films  and  facts,  Mr 
>4,  Ap  Id 

Consamar  aducatlon  matarlais; 
Aatomakllos,  My  >d;  Biidgats, 
S  St,  O  S4;  Buslnoss  organisa¬ 
tion,  O  S4,  N  Sd,  O  so,  Mr  S4, 
Ap  Sd;  Consarvatlon,  Mr  S4,  Ap 
Sd;  Consamor  shit,  F  S4;  Con- 
somor  problems,  F  S4;  Forest 
IndostrlM,  Ap  Sd,  My  Sd;  In¬ 
vestment,  O  S4,  N  Sd,  D  SO,  F 
S4,  My  Sd;  Money  management, 
,  S  SB,  N  Sd,  My  Sd;  Natural 
resources,  Ap  Sd;  Flay,  F  S4; 
Textiles,  D  SO 

Consumer  aducatlon  skit,  F  S4 
Consumer  problems,  N  Sd 
Customer  relations,  Jo  2d 

DE  bibliography,  O  SO 
Display  materials,  D  SO,  Mr  S4 
Dress  right,  Ap  Sd 
Driver  training,  Jn  SO 
Economics,  O  S4,  N  Sd,  D  30,  F 
S4,  Ap  Sd,  My  Sd,  Jn  30 
Educational  materials,  (directory) 
Jo  2d,  Jn  SO 
Erasing,  Jo  2d 
Etiguetto,  O  S4,  D  30 

Family  economics,  O  34 
FBI  story,  Ap  Sd 
Filing  equipment,  S  SB 
Films  and  filmstrips,  (catalogue) 
O  34,  N  3d,  D  so,  Mr  34,  Ap 
Sd,  My  3d,  Jn  30 
Finance,  O  34,  N  3d,  D  30 
Ceneral  Business  workbook,  D  30 
Ceogrophy  materials,  S  SB,  Mr  34, 
Ap  Sd,  My  3d,  Jn  30 
Glebes,  Mr  34 
Grading  chart,  S  SB 
Grooming,  Ap  3d 
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Guidance  materials,  S  SB,  O  34, 
F  34,  Mr  34,  Ap  3d,  My  3d, 
Jn  30 

Health  and  recreation,  N  3d 
Human  relations,  Jn  30 
Industrial  exponsion.  My  3d 
Investment,  O  34,  N  3d,  D  30,  F 
34,  My  3d 

Japanese  Business-English  moga- 
xlne,  F  34 

Language  skills,  O  34 
Machine  transcription,  N  3d 
Management,  O  34,  D  30,  Ap  3d 
Manners,  D  30 
Mathematics,  D  30,  Jn  30 
Mimeogriqrh  booklets,  Ja  26 
Mineral  samples,  S  3B 
Money  management,  S  3B,  O  34, 
N  3d 

"Moneys  of  the  World,"  D  30 
Natural  resources,  Ap  36 
Office-management-class  aids,  D 
30 

Paper,  Types  of,  Ja  2d 
Personal  relations,  Jn  30 
Personnel  guidebook,  D  30 
Pictures,  My  3d 

Private  business  schools  standards 
of  proctieo,  Ap  3d 
Public  relations,  0  34 
Railroads,  My  36 
Reading  service,  O  34 
Record  keeping,  O  34 
Recreation,  N  3d 
Retailing,  D  30,  Jn  30 
Salesmanship  guide,  Ja  26,  My  36 
Satellite  Man,  The,  F  34 
Savings  and  investments,  O  34 
Scholorships,  Ja  26 
School  papers,  N  3d 
Science,  Jn  30 
Social  Security,  F  34,  My  3d 


Social  studies^  D  30 
Soda-fountain  operation,  Ja  2d 
Song  book,  S  3B 

Source  moterials,  Ja  2d,  F  34,  My 
3d 

Space  Horizons,  My  3d 
Speech,  D  30 
Spelling,  O  34 
Stocks,  N  36,  D  30,  My  3d 
Study  Board  (book  and  paper 
holder),  Jn  30 
Success  stories,  O  34 
"Tap-Tapnik,"  F  34 
Tax  file,  N  3d 
Taxes,  My  3d 
Teaching  devices,  D  30 
Textile  swatches,  D  30 
Typewriting  devices,  D  30,  F  34 
"Typing  Do's  and  Duds,"  F  34 
Typing  posters,  F  34 
Visual  aids,  O  34,  N  36,  D  30,  F 
34,  Mr  34,  Ap  36,  My  3d 
Vocabulary  power,  O  34 

TYPEWRITING  AND  TYPE¬ 
WRITERS 

Advanced  typing,  S  34 
Bulletin  Boards  for  Typing  and 
Office  Practice,  Jn  20 
Devices  for  use  in  teaching  type¬ 
writing,  D  30,  F  34 
Electric  Typing,  S  30,  37;  N  3B; 

Ja  30;  Mr  3d;  My  3B 
Erasing,  Ja  2d,  My  B 
Exhibits,  S  17 

Football  tactics  in  the  typing 
classroom,  Jn  23 
Further  Tips  for  a  General  Typing 
Classroom,  S  33 
Grading  beginners.  My  19 
How  One  Class  Mastered  Propor¬ 
tionally  Spaced  Typing,  O  21 


How  the  Small  School  Can  Com¬ 
bine  Advanced  Typing,  Short¬ 
hand,  S  34 

Influence  of  typewriters  on  edu¬ 
cation  In  the  elementary 
schools,  D  3d 

Let  Your  Typing  Students  Com¬ 
pete,  Jn  23 

Lot's  Grade  Beginning  Typists  for 
Technique,  My  19 
Materials  for  the  Quality  Ap¬ 
proach,  Ja  2S 

Methods  of  teaching  Electric  Typ¬ 
ing,  S  30 

New  medals,  (Remington  port¬ 
able)  S  54,  (IBM  electric)  Mr 

4B 

Production,  Ap  14 
Proportional  spacing,  O  21 
Quality  Approach  to  Typing,  The, 
D  12,  2B;  Activation,  Ja  Id; 
Evaluating  and  Tasting,  Mr  2d; 
Student's  Role,  F  2d 
Readin',  Typin',  and  'Rithmetk, 
D  2B,  Ja  9,  F  19,  Mr  19 
Simplified  Typewriting  Grading 
Plan,  A,  Ap  13 
Tabulation,  O  22 
Teaching  techniques,  S  14,  30 
Television  dosses,  N  27 
Transcription,  S  19 
Typing  clinic,  Ja  3B 
Typing  Objectives,  Ja  19 
Typing  Standards:  Easiness  vs. 
School,  Ap  29 

Typing  Teacher  as  a  Technician, 
The,  S  14 

Typing  technique,  F  34,  My  19 
Why  Use  ElectricsF  Motives  and 
Method*,  S  30 

World  Institute  of  Typewriting, 
S  S3 

See  also  Teaching  Aids,  page  39 
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